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HOW TO PAY FEES AND SEARCH INVOICES

From your Dashboard, navigate to MY 

Invoices.

Click Add to Cart or View My Invoices to 

go to invoices to choose the invoice of 

your choice. 



HOW TO PAY FEES AND SEARCH INVOICES(cont’d)

Add to Cart:
a. From the Shopping Cart, 

click Check Out.
b. Navigate to payment portal 

to complete the transaction. 



HOW TO PAY FEES AND SEARCH INVOICES(cont’d)

From My Work:
View My Invoices:
a. Click the invoice for your 

business. 
b. Review fees. 
c. Click Add to Cart.
d. Navigate to payment 

portal to complete the 
transaction. 



HOW TO PAY FEES AND SEARCH INVOICES(cont’d)

From your Dashboard, 

navigate to Pay Invoices. 

a. Enter the Unpaid 

Invoice number. 

Ex. INV-00003993. 

b. Click Search.

c. The Invoice Number

screen will appear with 

the desired invoice.


